EHES
FEARE 28 IL# Moo, | A-16-053
VACANCY ANNOUNCEMENT PrrrTEER ypa—
, oo 1% Cut Off Dat Sep 2016
Please submit new MLC/IHA application Form from US Navy Yokosuka Web Page. u ate
ISR, RIEREBALE R — A= UR#HomEREBHEOT S0, BeeRta e
http://www.cnic.navy.mil/regions/cnrj/om/human_resources/MLC IHIA HPT Jobs/JN Forms.html Closing Date Open Untll Fllled
2178
Date of Issue 24 Aug 2016
1. BFE4 Job title ( Z#k Grade 1-3 / SEEZEMH LD N/A) S5 A | 4. BEEE Area of Consideration
No. of
Sales Clerk IHA-372 Recruitment | 7 38 MLC/IHA Rt £ 8 (EBBM)
Current MLC/IHA Employee within
(ﬁﬁ%gﬁM) 1% Activity
EVERTORAO TR X #®No []#& Yes X 3] MLC/IHA fit £ B (B ENE M)
Acceptance at Lower Grade {EGIZ4R Lower Grade: Current MLC/IHA Employee in
X E#%% WETES O &% - Hh% O EE®R commuting distance
Administrative  Trade & Service Security & Fire Medical
2. EREX Activity X B MLCIHAREB(EEBXE)
) Current MLC/IHA Employee Japan Wide
Navy Exchange, Atsugi
Retall Department IZ S+ ER Off Base Appllcant
5. EFDTE$ Type of Employment
En#EIBAT Working Place: ##Hi/EAREM  Ayase, Atsugi Base O mic
3. EnF5EERS Work Schedule (38 40 BRI hriwk ) 5 1A
£)75 8 Work Days: 5 days/week
£ 78R3 Work Hours: 8 hours/day Between 0800-2100 DJ Bl HPT
{RBEARF RS Recess: 1 hour [ % Permanent
[] % &) Night Shift X %% % Overtime  [] tH3R Business Travel [ ré%f&'_"m'te‘j Tem;

6. BEFE R Duties

Performs all types of cash register transactions (cash, credit, debit, check, gift cards, coupons, etc) in an accurate and
correct manner. Maintains change fund and accounts for sales receipts. Completes daily cash and sales reports.
Completes sales transactions efficiently. Will be responsible for performing cash handling trainings with newly hired
Softline associates, research and investigate when overage/shortage occurs in front register. Greets and engages
customers in conversation for purposes of providing sales related assistance. Assists in the selection of merchandise,
and suggests additional items to complement the customer’s selection. Advise customers of upcoming sales events and
services available throughout the Navy Exchange. Is knowledgeable in next 2 weeks worth of sales / promotions. Is
knowledgeable in NEX store policies such as merchandise returns, price matching, check cashing, layaway policy.
Handles customer returns and problems tactfully and efficiently, direct them to Customer Service department if
necessary. Applies store policies consistently and intelligently, ensuring customer satisfaction as the end result. Using
the knowledge in SPO (Special Order) process and policy, direct customer to the Customer Service department for the
process.

Communicates with Softline supervisor and store manager regarding stock additions, deletions, fast and slow selling
merchandise, customer preferences, needs, problems, etc. Completes paperwork associated with merchandise/inventory
movement, contact other stores/locations for any customer requests.

SOFTLINE — PRESENTATION / VISUAL
Be familiar with all Softline departments — Mens, Ladies, Shoes, Baby, Boys and Girls. Responsible for all Softline
sign holders - they are all filled and placed on the front right arm of the fixture. All clearance racks and key pricepoint
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6. B A Duties (Cont’d)

fixtures have correct signs. Ensures all Basic Concepts items are signed with a blue body sign and Basic Concept
topper is utilized. Ensures that appropriate zone toppers are being used, i.e. Junior, Petites, Young Mens, etc.) New
NEXCOM adjacencies are pulled up once updated (at least 3 times a year, Spring, Summer, Fall / BTS) and make
necessary move so that all Softline floor follows the merchandising adjacencies. Ensures that the correct hangers are
being utilized, i.e. shirt hangers, pant hangers, size of the hangers, etc. Ensures that the most current merchandise is on
the front aisle with older merchandise and markdowns toward the back of the department. Pull new Planograms when
updated, and set it up when we have at least 90% of items listed on the POG. Ensures and trains Softline associates
on Label Management (VRR, high velocity, A/R, OTB, Deleted, etc.) and know the replenishment method for each
vendor / merchandise, i.e. VRR, A/R, OTB, store order. Ensures all fixtures/shelves/tables are fully stocked with
merchandise and neatly arranged and attractively displayed. Determines available fixture/ shelves/ table space and
amounts of merchandise to be displayed.

SOFTLINE — MARKDOWN (PCMS)

Work closely and assists, supports the Softline supervisor and each Softline associate on daily PCMS (Price Change
Management System). Ensures that the merchandise listed with on-hand on each effective day is found on the floor and
the price is changed according to the price change report. Any unusual quantities or price change need to be reported to
store manager or RAMS Coordinator for further investigation. If all possible, try to finish all Softline PCMS before
10am prior to store opening. After the completion of each PCMS, re-work the sales floor to separate the markdown
items from regular price items and sign appropriately, ensures that there are no empty fixtures.

Sweep the entire Softline department monthly and capture any missed markdown items. If found, price the item with
correct retail price. Communicate with Softline supervisor / store manager on markdown ownership so that
determination can be made to balance out the clearance inventory with the Softline Divisional in Yokosuka.

SOFTLINE — STOCKROOMS/FITTING ROOMS

Be alert on FDF shipment and move all fashion goods to the floor timely, we receive about 7000 pieces of clothing a
week, need to be very productive and fast-acting. Ensures all Ad goods are clearly identified and segregated. Ensures
all basic replenishment items are being filled in daily. Maintains neat, clean, organized stockroom. Ensures that all
dressing rooms are checked and cleaned hourly, signs on fitting room log sheet and notify LP immediately if any signs
of shoplifting are found. Perform other related duties.

7. ERREH/FASEHE Qualification/Physical Requirements

- One year of general work experience, OR completion of 2- years junior college/2-years of technical school or 4-
year degree in any field.

- Knowledge of retail or related business.

- Skill in operating Microsoft Office Suite (Word, Excel).

- Ability to speak, read and write both English and Japanese at average proficiency level (LD-2).

- Ability to maintain records, control inventory, use cash register, make mathematical computations and operate
calculator.

- Ability to lift, stock, and move merchandise, and stand for a long hours.

- Responsible experience in retail sales store.

Non-Japanese Applicants: Only those who possess non-restricted work permit (permanent resident, long-term
resident, spouse or child of a Japanese national, etc) in Japan will be eligible. Please attach a copy of Residence Card
(both front and back sides) and copy of your passport (picture and visa stamp pages) to your application.

- U. S. Citizens are not eligible for IHA employment.

*A handicapped applicant may be accepted, depending upon the degree and kind of disability.

FZE 7 English Language Proficiency :
[]ZE A L None [ ]#)#k Basic [XI91#& Intermediate []_E#& Advanced [ 145X M&E 5 Exceptional

% Educational Background : See block #7 | $25F5E & T 5 License/Certificate Required : See Block #7




8. IR 9 % £ M Application and Associated Documents

*[X] 225 F#E Application for Vacancy Announcement (HROY Form 1)
*[] P A2 EE Resume of Specialized Work Experience (HROY Form)
*MEE Al Complete * in [ HAFET Japanese [X] #FET English [ ] &% 5 T4 Either

X BAREFAL - BEFIAE - BTIHRABO I E—(7HEHICEH HSIHS) Copy of license/certificate (if any in

block 7 applies).

X HFEFEDEEN ZREBT 5L DDE L Certificate of English Proficiency (Copy)
X 82 \IF#ffF L. BHEEOHEES I K2 EE L REAHE (12cm x 23.5cm)

<EZHRBHMA>

12cm x 23.5cm Envelope with Applicant’s Zip Code, Address, Name and a 82 yen stamp (MPS is unacceptable.)

< For selection Notice >

X BXRESUNDAEE. BEEH—F, /IXKR— +, ERED I E— For non-Japanese citizen applicants, a copy
of Residence Card (both front and back sides) and Passport (picture and visa stamp pages).

X REBEENREBKRBETHEL TLDIAIL,

PRECEI SEMR]

If you have any family/relatives who work at U.S. Navy base/facility in Japan, “Questionnaire on Relatives”

RLyE 5 Inquiries

$RH % Submit to

EHBNER
For Official Use

Current USFJ Employee
BUtXR Atk :

ERXRBERAREMASR
CNRJ HRO

DSN 264-3624 / 3427 | 3425
B046-763- 3624 / 3427 | 3425

Current USFJ Employee
BAtXR RH%

T252-1101 fHE)I| & #E#a™
EAXBEEREMAEE HRO BOX12

Avyase-Shi, Kanagawa-ken
CNRJ HRO Box 12

T252-1101
Off Base Applicant Off Base Applicant
NEBIGHEE BEEE - NEBSEE RHE

FHEEEE ERXH EER gE
Bk

Zama Branch of Labor Management
Organization, Management Section 2
B046-251-0667

T252-0011 % )I| R EEfE™ AR E 1-46-1
FIEEIENE R SR EEE R

1-46-1, Soubudai, Zama-shi, Kanagawa-ken
Zama Branch of Labor Management Organization
Management Section 2

T 252-1101

PDN:
NEX-03-031-PT

* BEEZR VR TEHEIHYAF RSB ETIZEEEMBEBED Z &, Send application and attachments to above address by 1500 of the

Cut Off/Closing date of the announcement.

*CEBATHEDEREREELLTULEND, XFIEETHOLEETBREONZ LY FH A, Ineligible applicants will not be

referred for consideration.

* RESINIEHEHETHEL LFEE A Submitted applications will not be returned.

* MELESHUA LIS, BEREICKYMULLEIENHY ET, After 1 Cut Off Date, announcement may close due to decision of

selection.

*CHEBEOERXEILUTORL KYUAH 20— RTEET, Forms for application are available for download on our web site
http:/ /www.cnic.navy.mil/regions/cnrj/om/human resources/MLC IHA HPT Jobs/JN Forms.html
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EHGHIERREAMRE (HPT) BRAICOWL T
**HPT-Hourly Pay Temporary (HPT) Employment**

ZREE . 1FZ28AGVERE (ZO0OREHFINLGEZLHD)

Duration of Employment: Not to exceed 1 year. (Subsequent appointment after a break in service may be effected.)
RBEX# ., Commutation allowance will be paid.

HFEEFEAE0RERE (2016108185 5I1F2085/H) U EDGZEIFERKRER - @FRRKR - EEESOMAMN
EFDOFTHNTLVET, Employees whose weekly work hours are 30 hours (20 hours starting on 1 October 2016) or
more must be covered by Employment Insurance, Health Insurance and Pension plan.

EFFIGFT - DB - KAGEE, EBOIMETERICLLAREENAHY FT,

Work place, hour, and rest day may be changed due to operational requirements.

PRIVACY ACT STATEMENT B AfSHRIEEIZDLNT

AUTHORITY: Executive Order 10450, 9397; and Japan Law Concerning Protection of Personal Information (Law No. 57 of 2003).

S KESTERERS 10450,9397 ; RU BAE - EARROREICET H%F (FR1 5FEEEFER+ES)

PRINCIPAL PURPOSES: To record Personal Information for the purposes of executing the business operations of the U.S. Forces, Japan and protection of
human life, safety and property, NOTE: Records will be securely maintained in either an electronic or paper form.

FEH: NEDEdR, 2. UEORELAEBXREOEXBOZRTEENE LT, BEAEREZTRT 55,

AR RRREIEFEX. © LLFERICTHEIZRESNET,

ROUTINE USES: To maintain Personal Data accurately with the most up-to-date content to the extent necessary to achieve the stated Principal Purposes.
FIRER: FEMOEMRITDEL, R CEEGEANEREHFT 54,

DISCLOSURE : Disclosure of this information is voluntary; however, failure to provide the requested information may impede, delay or prevent further
processing of administrative actions.

1RIREIT: EAFEROBREIERETTS. BRINERERELLGH SHE. TOROFHRZOWIF., Eh. HDHUIHET
ERBEABYET,

Format revised. 2014-06-11



